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Business Process Description

A Timekeeper is responsible for entering or updating timecards for a group of people. With the new
separation of Graded and Ungraded Timekeeper responsibilities, the Timekeeper is required to separate
Graded and Ungraded employees within the Timekeeper Group. It is recommended that the
Timekeepers denote the type of group being created within the naming convention of the Timekeeper
Group. This is due to the separation of timecard layouts for Graded and Ungraded.

Setting up the Timekeeper Groups will allow you to process time for these workers as one group rather
than as individuals. You can choose to add or delete workers or place them within another group.

Trigger
Perform this procedure when a Timekeeper Group needs to be created or updated.

Prerequisites
o Employees must be separated in the Groups by Graded or Ungraded.

o Employees must exist in the system.

Responsibilities
e Super Timekeeper — DODEA
e Super Timekeeper — DODEA — Ungraded

Menu Path
Use the following menu path(s) to begin this task:
e  Timekeeper Group

Training Exercises:
e Create a Timekeeper Group

o Modify a Timekeeper Group
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1. |Start the task using the responsibility and menu path to open the Timekeeper Group form:

Responsibility: Super Timekeeper — DODEA
Super timekeeper — DODEA Ungraded
Menu Path: Timekeeper Group

Home

Havigator

Fersonalize

l A7) Super Timekeeper DoDEA
@ Tour of Duty
Timekeeper Entry
DAI Tour of Duty

=| Employee Template Time Entry

[& Timekeeper Group

=| DAI Absence Management

» [ Reports

» [ Super Timekeeper DoDEA Ungraded
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Name Timekeeper Group

Mame |[DODEA GRADED TRAINING 4—.@
Timekesper |SERVICE, BEN DODEA
Populate Person ®/

O Timekeeper Group

Add |Assignment Set - Filter by -
Go ]

Person

MName Mumhber Type Audit Enabled Tirmecard Period

| ¥

2. |Name: Timekeeper Group names begin with the DODEA acronym, and should identify if the group
is Graded or Ungraded to easily distinguish the different group lists.

Timekeeper: From the List of Values | select the appropriate Timekeeper’s name.

The field defaults with the hame of the person creating the Timekeeper Group.
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Create Timekeeper Group

O Timekeeper Group

Populate Person

Add | Assignment Set

Organization

Person
Mame Mumher

Mame [DODEA GRADED TRAINIMG
Timekeeper |SERVICE, BEN DODEA

Type

Filter by

Audit Enabled Tirmecard Period

|

1]

4. |Populate Person Section

Select Organization from the Add drop down arrow.

Name

Description

Assighment Set

Not being utilized within DAI at this time.

Organization

Add employee organizations from the field
displayed to the right of the Add field.
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Populate Timekeeper Group

Populate Person

Add  Organization

Person
MName Mumher

Mame DODEA GRADED TRAINIMG
Timekeeper SERVICE, BEN DODEA

Find DODEA %

5 %iun
DODEA Bus oLp

DODEA Cperating Unit
CODEA PAYROLL
CODEATEST ORGAMIZATION

Find Cancel

5. |Select the value associated with your choice of Organization and then click the OK button.
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Populate Timekeeper Group

O Timekeeper Group M [= E3

Mame |DODEA GRADED TRAINING

Timekeeper |SERV|CE. BEN DODEA C
Populate Person Contingent Worker
Add | Organization ~| |DODEA TEST ORGANIZATION  Filter by -
I Go |
Person
MNarne Mumhber Type Audit Enabled Tirmecard Period

|

1]

6. |Select either Employee or Contingent Worker as appropriate to the type of employee to be filtered
by in the Filter by field.
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Populate Employees into the Group

O Timekeeper Group M =] E3
Mame |[DODEA GRADED TRAINING
Timekeeper |SERVICE, BEN DODEA
Populate Person
Add | Organization hd DODEA TEST ORGANMNIZATION Filter by Employee hd
Go |
Person
Marme MNurmber Type Audit Enabled  Timecard Period
SERVICE, BRAD DODE 61 Employee Mo DAl BiWeekly - Starts Sun¢ =
SERVICE, BOB DODE£ |62 Employee Mo DAl BiWeekly - Starts Sunc
7. : G i
Click the Go ——=>— button to populate the Person region.
Note: All the employees with the same Organization on their primary assignment will be included in

this Timekeeper Group.

group when you try to save your work.

A worker can only be in your group once. OTL will identify multiple occurrences of a worker in a
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Save Timekeeper Group

File Edit View Folder Tools Window Help
N

(PO Ge—md s ) OB el LD 25 BB 2

© Timekeeper Group

Name [DODEA GRADED TRAINING
Timekeeper (SERVICE, BEN DODEA

Populate Person

Add | Organization ~| |DODEA TEST ORGANIZATION  Filter by |Employee -
I Go |
Person
~ Name Mumhber Type Audit Enabled Tirmecard Period
'SERVICE, BRAD DODE 61 Employee No DDAl BiWWeekly - Starts Sun¢*

' [SERVICE, BOB DODE#|62 Employee Mo DAl BiWeekly - Starts Sunc
N DOESIGE Employee No DA BiWeekly - Starts Sunc

1]

Click the Save @ button to save the newly created Timekeeper Group.

Congratulations! You have successfully created a Timekeeper Group in DAI.

DODEA_R12_WI_OTL_AMS_Create_Modify_Timekeeper_Group 8



Timekeeper Time Entry

Defense Agencies Initiative

gt

1. |Start the task using the responsibility and menu path to open the Timekeeper Group form:

Responsibility: Super Timekeeper — DODEA
Super Timekeeper — DODEA Ungraded
Menu Path: Timekeeper Group

Home

Havigator

Fersonalize

A7) Super Timekeeper DoDEA

Tour of DUty
Timekeeper Entry
DAI Tour of Duty
=| Employee Template Time Entry
[@ Timekeaper Group |
=| DAL Absence Management
» [ Reports

» [ Super Timekeeper DoDEA Ungraded
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Search Timekeeper Group

O Timekeeper Group

Mame |[DODEA GRADED TRAINING

Timekeeper

Populate Person

Add M

Person
MName Mumber Type

Filter by -
Go |

Audit Enahled Timecard FPeriod

|*

1

2. |Name: To search for an existing Timekeeper Group to modify, press F11 to put the Timekeeper

wish to modify, press Ctrl + F11 to execute the search.

Group form in a query mode to begin your search. Entered the Name of the Timekeeper Group you

DODEA_R12_WI_OTL_AMS_Create_Modify_Timekeeper_Group
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Timekeeper Group

File Edit View Folder Tools Window Help

HYO LGP RODEH LD S BB ?

< Timekeeper Group

Marne

SERVICE, BEN DODEA

Timekeeper

Populate Person

Add Filter by -
Go |
Person
Marme Mumber Type Audit Enabled  Timecard Period
I SERVICE, BLAKE DOD 68 Employee Mo DAl BiWeekly - Starts Suni =
SERVICE, BOB DODE/ 62 Employee Mo DAl BiWeekly - Starts Sunt
SERVICE, BRAD DODE 61 Employee Mo DAl BiWWeekly - Starts Sunt

1

a. Click the Add Line ﬁ icon and type the employee or contingent workers name in the Name
field or use the list of values (LOV) to perform a name search.
b. Click the Person Name and click Delete ﬁ icon to remove a name from the group listing.

A Decision box will display, review the message and click the Yes button to continue with the name
removal. Click the Save icon to commit the deletion.
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@ Do you really want to delete this record?

If so, when you have answered any further messages about
this ‘Delete’, you should press "Save’ to commit your
‘Delete’ and any other pending transactions.

Note: Additional organization can be added after the Timekeeper Group has been established.
Use the steps 4-7 within this work instruction to complete this process. Modifications such as
adding or deleting can be made to any groups or individuals once attached to a Timekeeper’s group.

Save Timekeeper Group

File Edit View Folder Tools Window Help

HEYO -SSP AXDDERIALEI N IS ?

O Timekeeper Grr o

Marne [DODEA GRADED TRAINING
Timekeeper |SERVICE. BEN DODEA

Popul
Add v Filter by -

Go )|
Person
Mame Mumber Type Audit Enabled  Timecard Period
SERVICE, BLAKE DOD |68 Employee No DAl BiWeekly - Starts Sun¢ =
l SERVICE, BRAD DO(El Employee No DAl BiWeekly - Starts Sunc

1

Click the Save @ button to record and capture the updated Timekeeper Group.

Result

Congratulations! You have successfully modified a Timekeeper Group.
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Process Exception — Limited Timekeeper Setup Error

An exception is any event that occurs during the execution of a process or program that disrupts the
normal flow of the program's instructions, which one can handle and continue to work normally.

Trigger Events
The following event is the most common reason for receiving an error message when logging in as Limited

Timekeeper:

1. The Limited Timekeeper does not have a Timekeeper Group.

G APP-HXC-366338: The Setup of Timekeeper Preferences is
# incomplete

Ensure the following are set correctly

1. Timekeeper Misc Setup ltems.

2. Timekeeper Layout Attributes.

3. Timekeeper Group 15 created.

4. Profile : OTL: Allow Change Group Timekeeper.
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Solution Process — Limited Timekeeper Setup Error

Set up a Timekeeper Group for the Limited Timekeeper

1. | Navigate to Super Timekeeper - DODEA > Timekeeper Group.
In the Name column, enter the name of the Timekeeper Group. In the Timekeeper column, enter
2. | the name of the Timekeeper for whom you are creating the group.
Add people to this group either using the Populate Person region or adding them individually in the
Person region.
4. | Click Save to save the Timekeeper Group.
File Edit View Folder Tools Window Help

HYPO ISP ARDDER LI Q5 E

O Timekeeper Group

Mame DODEA GRADED TRAINING
Timekeeper |SERVICE, BEM DODEA

Populate Person

Al

Person
Marne Murnber
SERVICE, BLAKE DOD|R8

[ |sErvicE, BRAD DOJEIEY

Type
Employee
Employee

Filter by

Audit Enahled
Mo

Mo

B ?

-

Go |

Tirmecard Period
DAl BiWeekly - Starts Sunc =

DAl BiWeekly - Starts Sunt

Result

Congratulations! You have successfully resolved the Limited Timekeeper Setup error.
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